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FOREWORD 


This handbook was developed to fill the need of emplovee associations 
for a stock management system that will provide accountability for merchan- 
dise and an adequate audit trail, vet be simple enough for quick learning and 
adaptability to all sizes of operations. The system explained in this handbook 
attempts to meet these criteria. Care has been taken to keep the system as sim- 
ple as possible to minimize paperwork. Procedures for markdown planning 
and merchandise analysis have been included for those associations with the 
personnel and time to implement them. Employee associations are encouraged 
to use this svstem, but anv workable svstem that gives good accountability and 
provides an audit trail is acceptable 

Phe Office of the Deputy Assistant Secretary for Operations acknowledges 
the assistance of the Navw Resale and Services Support Office (NAVRESSO), 
which provided extensive information on stock control svstems 

VOPR hopes this handbook will be of assistance to emplovee association 
personnel, Any questions or recommended changes are weleome and should 


hye addressed th) 


Office of the Deputy Assistant Secretary for Operations 
Department of Stat 
Washington, D.C. 20520 
ATTN: Emplovee Association Program Officer (H TAB) 


bebruars |W. ( hark . R Baque 1. i 
\ ling Deputy Assistant Secretary 


for CD pre rations 
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DEFINITIONS 


Action Date: A regularly scheduled date for an inventory of the 
stock in the sales unit, to determine if replenishment from 
warehouse stock is needed. 


Back Order: 
items normally stocked by the warehouse which were not available 
for transter or issue when originally requested by a sales unit. 


A procedure for issuing on a priority basis those 


Inventory Sheet (1S): The form used to conduct periodic com- 
plete physical inventories of stock in the warehouse and the sales 


units. 


Issues: The number of selling units issued by the warehouse to 
retail units as indicated on Merchandise Transfers “out.” 
Lead Time: The lapse of time between ordering merchandise 
and its receipt into stock, plus administrative processing time. 


Vaximum Stock: The sum of the units required to be on hand 
or on order at the sales unit or department to cover anticipated 
sales tor the action date evcle plus the lead time and a safety factor. 


Sales &K (Action Date Cvele + Lead Time + Safety Factor) 


Maximum Stock 


Merchandise Transfer (MoT): The form used to issue stock to 
sales units or commissary or exchange departments from the 
warehouse. It may also be used to transfer merchandise between 


sales units, for back ordering, and tor inventory spotchecks. 


Order Factor: A stock control clement, expressed in time, which 
indicates how many months or weeks of anticipated sales of an 


item is most economical to procure at one tome 
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Purchase Order (PO): Tne document used by the association 
to order merchandise from vervors. 


Ready Room: An area used by a sales unit for the temporary 
storage of merchandise just before it is placed on the shelves for 
sale. It can also be used for limited storage of high sales volume 
items with limited sales floor area. 


Receiving Inspection Report (RI): The form used to proc- 
ess shipments from vendors into the warehouse. The form indi- 
cates a complete or partial shipment and any discrepancies in 
quantity or condition, and acts as a cover sheet to the packing list 
and Purchase Order, when forwarded to the stock control section 
for posting to the Stock Record Cards. 


Reorder Level: That minimum quantity of warehouse stock at 
which a P/O is prepared ordering replacement stock from a ven- 
dor. It is comprised of the quantity of planned sales during the 
lead time plus the safety factor, and is entered on the Stock 
Record Card for easy comparison to the current balance. 


Safety Factor: The element of the reorder level added in to 
preclude a not-in-stock (NIS) position due to an unforeseen delay in 
delivery or unexpected increase in sales. The safety factor quan- 
tity will vary according to the importance of the item and normal 
lead time. 


Style Size Color Merchandise: Items of the same basi 
description but available in a variety of styles, sizes, colors, or 
other variable feature 
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Basic Principles of Stock Control 





Purpose of Stock Control 


Stock management has one basic purpose: to provide intor 
mation for management decisions. The decistons fall into tires 
general types: operational, fiscal, and security 

Phe retail operations of emplovee associations are primarils 
concerned with the procurement and sale of merchandise. Stock 
contrel records provide the intormation that enables association 


management to make these critecal decisions 


W hie 1 should an item bee reorcde red 4 
How mach should be ordered at one time 
® What should the « lling proce of eae hostem be? 


, 


When should slow-moving tems be marked down?’ 


What ttem tines should be « spanded of discontinued? 


Lhe stock control svstem also provides the financial manager 
come of the data needed to prepare finan val re ports and mak 
fiscal decisions about expansion of recreational facilities vs. reten 
tion of working capital, ete 

Stock control also insures paper accountability through an 


sucditabel 


‘ hardline 


“Sstem chocunn niing thos receipe wn ossue of all mer 


Su hy 4 svatem de fe’ ase’ though i! dane = Thel pire ‘ lanede . 


the chance of pillerage 


Stock contro? enables association management to mamtam a 


flow of merchandise through the commissary, restaurant, and 


=Thae hhearts) leo Then bee tT. Ta viet “SITLL riinhimizing thee funds 


mvested om stock 


(nod stack records porevn nee comtrol and bessen the lhelibewod 


soT empty ‘or overburdened shelves Sa stemiaty re'vieew at stowk 


- ——- = @ 


records and taking the necessary action can improve service and 
customer relations. 

Overbuving unnecessarily ties wp working capital in stock 
and uncreases losses from deterioration, aging, and changing 
needs. The cost of maintaining supplies (carrying costs) must be 
considered in determining buying frequency and stock levels 

Underbuying may precipitate a loss of sales. Customers in 
commercial stores often go elsewhere unless their needs and tastes 
are met promptly. Not only a loss of sales but also a lowering of 
morale may occur at prusts where no commercial sources are con 
vementh avatlable 

The best index of customer buying power ts the volume of 
sales made in previous periods. Past performance (considered im 
light of changes in post complement, plans for expansion of faci 
tees, and the possibility of creating new demands) ts the best undi 


cator of future sales and stock requirements 


Stock Control System 


While tew commercial stock control svstems are identical on 
ther procedures and records, emplovee associations systems 
must be fleuble enough to meet the needs of expanding operations 

The procedure for controlling stock distributed from a ware 
house is known as a warehouse issue system. It provides a perpet 
ualunventers and requires the posting of all transactrons affecting 
the warehouse balances to the steck records Although this perenee 
dure unvelves certam cher 


al effort, ot provides the necessary 


vwedet) tran and oondecates the current warehouse omnventors 


ivatlable for usu 


~~ ™ 


ak hel Lie 
yids dtd § 
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SECTION Il 


Warehouse Issue System 





Description 


The warehouse issue svstem uses the main association office 
as the central recordkeeping and procurement facility, and the 
warchouse as the central receiving, storage, and distribuiron point 
for merchandise required by the commissary, restaurant, and 
snackbarts) 

Warehouse stock levels are geared to the total requirements 
of all sales units and are controlled on Stock Record Cards main. 
tained in the main office, Where practicable, warehouse stock 
should be arranged on Stock Record Card order to facilitate issues 
and regularly scheduled warehouse inventories. Issues from the 
warehouse are considered sales for reprocurement purposes. Re- 
quests for issues from warehouse stock are made on Merchandise 
Transters, which are originated at the sales unit of department 
The procurement of warehouse stocks i made trom vendors on 
Purchase Orders of trom military sources on their forms. Replen 
shment is based on predetermined reorder levels, sales trends 


and other yj rinent data reflected on the stock records 


Stock Control Records 


| he warchouse issue system consists of two tiles, « omprosed of 
cards and documents, re spectively, and a regester 

Phe Stock Record Card tile holds the Stock Record Cards on 
which receipts and issues are entered. Each entry includes a docu 
ment number assigned to the document necessitating the entry 

The document tile holds. lw categors and document number, 
the Reeening Inspection Reports, Merchandise Transters, liven 
tors Sheets, and ans other document whech has been posted to the 
Stock Record Cards a. 


These documents are 


Precept on issiae of otherwise atfectung the 
Stink 


Record Cards, using the document number, and thes substantiate 


referenced to the 


halanes cross 
on the cards 

1 by Document Regi tee 
binder. as samply a listing of every document, by category, on the 
document tle and posted te the Stock Record Cards. lt serves as a 


evers entry 


normally mamtamed on a hooseleat 


central control tor assigning document numbers to documents tor 
posting 

These three elements provide an audit trail, cross relerencing 
and substantiating each enters on the cards, to mamta papet 
inte and goes outiof the warehows 


x KH 


comtrol over what comes 
I bye Stowh Record ¢ 


tile beers ‘eT 


ind tile mas be mamtamed ona 5° 


pvisible record tile, and conmsests of the following types 


af horns 


o Stour andl Stew 4 ie ‘ ord { ined liye d faor ite like withecvet atvle 
STA. curbae ,ati sticonys) and 
© Style Size Color Steck Record Card (used tor merchanedre 


with atyle “iv cohort variatnons) 


These cards should be arranged in the file by department 
and category. To facilitate posting entries, the cards may be 
assigned a card number based upon category and sequence num- 
ber, or any appropriate system devised by the association. Post- 
ings are made to the Stock Record Cards by the stock records 
clerk from the following documents: 
merchandise ts 


Report (when 


received into the warehouse from vendors): 


© Receiving Inspection 


© Merchandise Transfers (when merchandise is transferred 
out of or into the warehouse to of from resale units or 
departments), 

bad Inventors Sheets (to enter the correct on-hand warehouse 
balance when a complete physical inventory of warehouse 
stock determines the card balance ts incorrect), 

© Chargebacks (when merchandise is returned to the ven- 
dor). 

© Purchase Orders (when merchandise is ordered), 

© Retail Price Changes (when markdowns are necessary), and 

© Cancellation Notices (when Purchase Orders are changed 
or cancelled) 


Pricing 


The prices of the items for sale may be determined by difter 
ent methods. The method recommended (but by no means manda 
torv)is average proeing. This method provides that merchandise ts 
priced when itis pet on the shelves, the price being the average 
price for the item. For example, if 10 items are on hand at the old 
price of $1.00, and 100 are received with a newly computed prees 
of $1.50. the average price uw $1 

(0 ™« $100 + 100 x $150) 110) SEW 
lt as this price that os entered on the Stock Record Card and on 
the proce list given to the steckperson for marking the items proot 


to placing on the shelves 


Seasonal Items 


Seasonal items require special procedures since thes are 


ordered only at certann tomes during the sear. Several methods 
can be used to order and account tor seasonal merchandise, trom 
ierparate set of Stock Record Cards to using a ve wher whe an 
nually sends promotional material in advance to stumulate tomes 


orders Aescncratpons sbocvanbed develop A procedure that works font 


them, depending apon therr sources of supply and lead tunes 
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SECTION Ill 


Standard Stock Record Card 





Use 


Inventors and ordering information on warchouse stock with- 
out multiple stvle size color features is posted to the standard 
Steck Record Card. Entrees on the columns and spaces of thes card 


follow 


Fron! - inventory Control Data 


Card No.: Enter the locally developed card number, coordinating 
the onder of the Stock Reeord Card in the file and the location of 


the steck on the warebenss« 


Vendor Code: This space & provided tor those assectations 
assigning codes to vendors and enabling the steck records clerk to 
readily reseew all tems precured trom the same vendor, thus facil. 


Hating the preparation of Purchase Orders 


Deseription Stock No: Enter a complete descrip tven ot the 
Hem obtamed trom the vendors catalog, aubitary listing, of other 


seriifee pe hia 


Reorder Level: Lue reorder level ow that quantity (in casehots) 
which, when reached, undreates that replenishment actron of ware 
house steck meeds to be omtiated. The reorder level i comprised 
om the tetal quantity of planned sales during the replenishment 
evcle, plas the lead tre and a satets Lactor, The reorder bevel tell. 
the procurement offpes when te reorder. 

A hogher-than necessary reorder level will result on a hogher 
dollar ovestment on «teck than required ter sengepeerrt sales. To 


=bocvunbed bee 


le determine 


optimize onventers bevels, reorder levels based on 


reasonable bead tomes and satets Lactors 
the «tek bax ceaeheeed the 


covmmbenrpened wath the quantity on onder sreed « omnpeare dite the reorder 


realister, 


w lp thet reorder be sel, thee balan i* 


level 
Reorder bevels an arved sbrevahel be 
4 rreeconn the. 


net permanent om mature 
revseewed every more often ft comditeoms have materially 


hanged 


bavample 
Ht antem i selhag at an average of LOO units yer eeverent a, the 
and the safety factor t established at | 


lead tume om 3 months 


month, the rearder bevel « cabeulated a« tolhows 


Re conch r | evel 


MH) wets 


Planned Sale« & (Lead Tem Satets Factor) 


118) weet. meonth & C45 pponth. «© | epenth) 


Stowek pole mishrmeont om outiated when the tetal quantity shown 
inthe balance column. on the front of the Steck Record Card, plus 


the total quantity outstanding on unde hvered orders, as oundecated 


im the stock replenishment section on the back of the Stock Record 
Card, is reduced to the reorder level, in this example 400 units. 
Reorder levels are approved by the association manager or 
designee. The establishment of reorder levels permits automatic 
reordering, by the stock control clerk whenever the predetermined 
reorder level is reached. The stock control clerk determines the 
quantity to be ordered based on the order factor explained later. 
The Purchase Order ts prepared from the stock control cards. 
If the trend is toward a permanent increase of decrease in 
sales, the reorder level should be adjusted as necessary. A thorough 
review of ali reorder levels should be accomplished at least once 
every 3 months. Factors affecting changes on reorder levels are: 


Future complement of the post; 
Proyected sales trends; 

Current selling activity: 
Change in lead tome: and 
Change in vendor 


iin those rtems to be discontinued, the reorder level os ad- 
justed to zero and the word “DISCONTINUED” is written acros« 
the Steck Record Card. In such instances, thes card i onitialed by 
the steck control supervisor or manager and removed trom the ac- 
ive tile after the warehouse stock has been verified as reaching 


yever 


Location: lodwate the warehouse location on which the them i 
nermalls stocked 


Date Posted: Enter the dave of each transactron as the line entry 
= posted Preownget preestanage ov! changes in stock prersetoeents ts essential: 


delas« can unalidate the steck records 


Doc. No.: Enter the number assigned to the posted document 
from the document regester 


Fen Vo: This column should be used to enti, the sales anit of 
department invelved on any transter of merchandie, The entrs 
should consist of a code developed by the asseciatron to mdentity 
the commissary, exchange, restaurant, snackbarts), etc., of depart 
ments within each actowety. These rdentificatron will facihtate analy 
«sot the distribution of warehouse merchandime. I merchandin 
i obtared trom mere than one vendor, the vendor code may be 


used te ondicate trom whieh vendor the shipment was received 


Reed Iesued: This dual-purpose column is used for recording 
the quantity received of issued by the warehouse when a trans 
action occurs, After cach posting, a new warehouse balance 
computed and entered in the balance column. All quantitics 
received, as reported on Receiving Inspection Reports, should be 
posted in red in this column. Quantities issued, as indicated on 
Merchandise Transfers, are posted in black. When an inventors 
adjustment = necessary because of a stock shortage of overage 
discovered through a warehouse inventory, the adjusting quantity 


buoUwcnl AVAILASLE 


~~ or er 


ao w & 




















will also be entered in this column from the Inventory Sheet. At 
the end of each fiscal month, the entries are ruled off to indicate 
the monthly cutoff point for totaling monthly replenishable issues. 
This monthly total is to reflect only replenishable issues since the 
total warehouse issues are considered sales for stock replenish- 
ment purposes. Because of the variety of sizes and types of prod- 
ucts supplied be the same vendor, care must be exercised in 
posting to stock records. Reference to unit selling price or unit 
cost, as well as item description, is an additional guarantee that 
the postings are proper. An error created by posting to the wrong 
card will automatically create two errors when stock is inven 
toried—one item will have a shortage, and the other item will 
have an overage. 


Balance: Entries in this column indicate the balance that should 
be in the warehouse when all postings of receipts and issues are 
current. 


Back - Stock Replenishment Data 


Entrees i” brhorks lor Card No . Vendor Code. [erwe regetoen 
s 
Stock No, Reorder Level, and Location are the <ame as on the 
front of the card 


Vendorist: Eater the vendors name and addres«< 
Discount: ater any discount terms offered ba the vendor 


Ship. Terms: Indicate the shipping terms, suck as fob. factors 
of destination, required by the vendor. 


Order bactor: The onder factor ow a steck control clement, | 
pressed on tome. which ondecates how many month < (or weeks) 
worth of ante pated sales of anortem are most ecomemuecal te pre 
eure atone tome. An order tactor <hould be established tor each 
item and entered on the space proveded on the Steck Record Card 
Phe order tactor tells the procurement office “how much te 
order when warchouse stock replenishment m mecessary. 1 the 
order factor um established at 6 mynths, the quantity te be ordered 
at the tune the reorder level i reached will be equivalent te 6 
months antecupated sales 

The order tactor should be determined after consideratoon of 
several factors, The savings from baying on quantity and consol 
dating orders and shipments, te minmize administrative costs, 
must be balanced agaist the storage costs, space available, 
potential spoilage or climate damage, ete, Other factors for con 
sideration unclude the vendors minimum shipment quantity and 
whether the item i bulky, permshable, ete. Inherent on thes dees 
son is whether to make several small orders of fewer large orders 
For many posts at the end of long shipping papelines, long bead 
time and undependable shipping schedules may force a high 
order lactor regardless of available post storage taciitees, In mest 
cases the order factor may be set at the reorder bevel, or higher, 
and adjusted up or down as expervence dictates 

If stock replenishment i delaved, and the quantity on hand 
and on order has been reduced aagnificantly below the established 
reorder level, the amount to be reordered should be pacreased ax 
cordingly For example, fi steck of an ttem with a reorder bevel of 
OOO units has been reduced te O00 units before stowk replenish 
ment action es taken, an additronal 300 units must be ordered to 
reestablish the mormal steck level as shown below 


6 


Reorder Level 69000 cakes 
Stock on Hand — WO cakes 
Difference WOO cakes 
Order Factor (1 month's sales) + B00 cakes 
Quantity to be ordered 1,100 cakes 


Items in the same department procured from the same ven- 
dor should also be reviewed for possible procurement action, even 
though the reorder level on all such items has not yet been reached. 
Associations may wish to add items above the reorder level to the 
Purchase Order if the quantity above the reorder level represents 
1 month's sales or less. Such a revirw will reduce the number of 
Purchase Orders issued and achieve savings on shipping charges. 


Lead Time: Lead time is the normal time lapse between Purchase 
Order date and actual receipt at the sarchouse, plus the adminis- 
trative processing time. An occasional delay in the normal lead 
time is to be ignored, since the safety factor provides for this con- 
tingency. The administrative processing time involves preparing 
and processing Purchase Orders and clearing customs, receiving, 
and other processing of merchandise after delivery. Administra- 
tive processing should be kept to a minimum, since any excess will 
result in a higher-than-necessary inventory level. Any permanent, 
significant change in the lead time requires a corresponding ad- 
justment on the reorder level of an item. 


Safety Factor: A «<afets factor is established for all items to avoid 
a notansteck’” (NES) position due te such contingencies as an 
unanticipated mmerease in sales andor an unusual delay om ship- 
ment. The safety factor depends on the umportance of the item 
and nermal lead tune. Important items will have a higher safety 
factor than stems of lesser importance. At posts where ship sched. 
ules are intrequent and uorchable and deliveries uncertain, the 
safety factor must unclude suffictent stock to meet requirements in 
the event an cxapected shipment does not arcive. The safety factor 
established by the manager and must be balanced between pre 
cluding an NES position and the added cost of carrying large 
amounts of steck for extended periods 


Min. Ship.: If applicable, indicate the minimum quantity or 
dollar amount that will be shipped by the vendor 


Std. Pack: lodicate the number of selling wots contamed in the 
venders standard package, case, contames, of carton, ue. 100 


, akes caer, ote 


fase U mit: Banter the usual anit of sue from the warehouse and 
the number of retail preeing units contamed therein, where appl 
cables ve. 100 cakes caer. 24 cans case. ete 


Cast: knter the current anit cost as <hown on the ono 


Price: Enter the ttem’s current <clling price. While stock control 
ms pomanhy concerned with wnt control, proee changes at the ven 
der or custerver bevel must be reflected of «teck records 


Monthly Usage: Enter the total ceplenishable mswes for each 
month The tetal quantity sued will be computed from the 
“yeseed  entrves on the front of the Steck Record Card at the end 
wf cach fiscal month, This data serves as a guide when procure 
ment acten oes beong taken, since ot provedes a sales hastens by 
mdividual month and reflects anv sale« Oectuatvons that mays 


woour during defferent tomes of the vear 
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Order Date: Enter the Pure (irder « date of pre pear alien 


han 


murmteer cof thee Purcha~ 


Purchase Olrder Nou: The 


Order se entered? on thes 


apegeloc abel 


' column 


Quantity Cbrcheredd: The quantits ordered « entered om the 
column be the «tek contreld clerk ehen the reorder bevel « reached 
om order acts ~ taken. Order quantitees tor merchandie wall be 
beaseed come thee rider tactor uedecated on the card 


Date Kee d: WR hen ret harede 1* rereriwed t Pye slate rf reer 
ities Purcha~ 


in enirs i TAL hey t bev rhe tree 


« entered iL pugryer witace nt Te thee 


iy’ le atvbe 


Circle roca reales ’ sfowk commtroe oh 





tin Recening laspectoon Re prort T hee puantets conch red’ os lene 


out al thes tome te irecd ec aie ter% spel In caw ofa partial delivers 


ites original orders a quantity i+ lirpened svagt anal t bes uncdelive ead 


balancer undecated lLineng oul recemned quantities will readsls 
wbentets oulslanding orders ane Saculitate 1 Pee Cvrmrgettalecn cn} 
quantite ~ too te oncbe red whem creccerek rong i fewr~sa#ry 
Specimen Forms 

lhew « prrngybe forms follow 

® Standard Steck Record Card (Fronth and 

* Standard Stok Record (are (Rack) 


oa oe he 














STANDARD STOCK RECORD CARD 
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STANDARD STOCK RECORD CARD 


























































































































VENDOR REORDER 
CARD NO CODE DESCRIPTION STOCK NO LEVEL LOCATION 
VENDOR(S) DISCOUNT ORDER SAFETY STO. PACK cosT 
FACTOR FACTOR 
SHIP TERMS LEAD TIME MIN. SHIP. ISSUE UNIT PRICE 
MONTHLY USAGE 
ORDER PURCHASE QUANTITY DATE DATE PURCHASE QUANTITY DATE 
j 
MA. TOTAL com TOTAL oom TOTAL ORDER NO ORDERED REC'D ORDER NO ORDERED REC’O 
| i 
CARD NO VENDOR DESCRIPTION STOCK NO REORDER LOCATION 
CODE LEVEL 
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SECTION IV 


Style/Size/Color Stock Record Card 





Use 


In addition to the standard Stock Record Card, an alternate 
card may be used for posting transactions and recording informa- 
lion pertaining to merchandise available in various styles, sizes, 
or colors, but having the same basic description. This card is 
designed in the same general format and size as the standard 
Stock Record Card and can be maintained in the 5” & 8” file 
box or a visible file. 

In using the style/size color Stock Record Card, the item 
description includes constant elements, with one variable pertain- 
ing to the description shown in the multiple stvle/size color columns 
provided on the card. For example, one Stock Record Card may 
be maintained for each sleeve length of men’s white shirt, with the 
available neck sizes shown across the top of each card and the 
applicable sleeve length included as part of the basic item descrip- 
tion. Similarly, one card may be maintained for a certain brand of 
canned corn with different sized cans across the top. Alternatively, 
in item with one size may indicate brands across the top. 

For those items with more than one variable feature, several 
stock control cards are required to properly record ordering, 
receiving, issuing, and inventors action. To achieve maximum 
utilization, stock control clerks must exercise judgment in the use 
of the stvle size color records, The cards are to be adapted to the 
variables of the merchandise. 

Entries on the stvle size color Stock Record Cards are similar 
to those made on the standard Stock Reeord Cards. Ax an addi 
tional feature, the right-hand section of the card shows a break- 
down of total quantities by individual style, size, or color of the 
merchandise that os recened, wsued. on hand, or being ordered 


Front - Inventory Control Data 


Card No.: This space may be used tor entering a locally developed 
stock card number, which coordinates the position of the Stock 
Record Card in the file. and their location in the warehouse 


Vendor Code: This space us provided for those associations 
using vendor codes which enable the stock control clerk to readils 
review all the items procured from the same vendor and thereby 
reduce the number of Purchase Orders prepared. An item pro 
cured from more than one source may have more than one code in 
this space 


Description Stock No.: Enter a complete description of the item 
The item 
description includes only constant elements. Variable elements 
are indicated in the “Style/Size/Color™’ block. 


obtained from the vendor's catalogs of other media 


Location: Indicate the warehouse location in which the item is 
normally stocked 


Style Size Color: In the spaces provided across the upper por- 
tion of the card, enter the style, size, or color range, as applicable. 


Reorder Levels: These spaces are used for recording the indi- 
vidual reorder level of the item with the individual feature on the 
line above. The reorder level is that quantity, rounded to the 
warehouse issue unit, of each variable feature item expected to be 
sold during the reorder cycle. 

To determine whether an: individual style size color item has 
reached the reorder level, the balance plus the quantity on order 
is compared with the predetermined reorder level. When one indi- 
vidual style size color item has reached its reorder level, all should 
he reviewed for any necessary replenishment action. An associa- 
tion may adjust individual reorder levels when warranted by sales 
experience. (See Reorder Level under Standard Stock Record 
Card, page 5, for computation of reorder levels.) 


Date: Enter the date each transaction is posted to the Stock 
Record Cards as the receipt or issue is posted. 


Document No.: Enter the number assigned from the document 
register to the posted document (Receiving Inspection Report, 
Merchandise Transter, Inventory Sheet, ete.). 


Km To: This column is used to identify the resale operation 
involved in any transfer of merchandise. [It consists of a code 
developed by the association to identify commissary, exchange, 
restaurant, snackbar(s), etc., or departments within them. (Use the 
system listed on page 1) of Guidelines for Emplovee Associations 
Overseas.) This identification facilitates analysis of the distribu- 
thon of warehouse stvlesize color merchandise. The vendor code 
may also be entered in this space to ondreate trom whieh vendor 
the shipment was received 


Total Quantity: Enter the total quantity invelved in each trans 
action. This quantity should equal the sum of the quantities 
posted for the mduvidual stvies. si7ves, oF colors 


Reed Iss: These dual purpose columns are used tor recording 
the quantity of each style size color that is recenved or issued by 
the warehouse. Recerpts are posted in red, and issues trom the 
warehouse as indicated on Merchandise Transters out are posted 
in black or blue 

At the end of each fiscal month, the entries are cubed off and 
are totaled to undieate the monthly total issues tor each stule size 
color, Thas total is posted tothe sage columns on the back of 
the Steck Reeord Card 


Bal.: These columns show a separate balance for each style size 
color and indicate the quantity that should be in the warehouse 
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when all postings are current. The balance is adjusted to reflect 


each receipt or issue. The actual quantity on hand in the 
warehouse at the time of a scheduled inventory or periodic inven- 


tory spotchecks is also entered in this column, if different from 
the balance shown. (See Sections Vil and X.) 


Back - Stock Replenishment Data 


The back of the Stock Record Card provides the necessary in- 
formation tor ordering style size color merchandise. Entries in the 
Vendor Code, Description Stock No., Loca- 
tion, Vendor, Discount, Shipping Terms, Order Factor, Lead 


spaces tor c ad No . 


lime, Safety Factor, Minimum Shipment, Unit Pack, Issue Unit, 


Cost, and Price are the same as for the back of a standard Stock 
Record Card. The remaining entries are as follows: 


TPotal U sage: Enter the total usage. by month, tor the mem. This 


figure i the sum oof the usage figures for each <tvle size color 


Date: Fniter the date of the Purchase Order 


Purchase Order Nou: } nter iby number aot thy apepelee alvle Pour 
Order 


‘ hase 


Total Oty.: Enter the total quantity ordered of the ttem on the 
Purchase Order. This quantity should equal the sum of the indi- 
vidual style size color quantities ordered 


Date Ree'd.: When the shipment ts received, the total and indi- 
vidual ordered quantities are lined out in red to indicate receipt 
In case of a partial delivers, the original ordered quantities are 
lined out and the undelivered balance undicated in the “Total 
Qty.” and “Ordered” columns. Lining out received quantities 
readily identities outstanding orders and facilitates the computa- 


hon of quantities to be ordered when reordering ts. necessary 


L sage (for individual style size colori: Enter the month 
breakdown of items issued trom the warehous 


Ordered (for individual style size colort: Enter the break 


down of the total quantity ordered on the Purchase Order by stvle 
| 


=i7et' ¢ olor 


Specimen Forms 


1 hie =t sample forms forlliow 


© Style Size Color Stock Record Card (Fronth and 
° Stvle Size Color Stock Rev ord Card (Bax h) 
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FRONT 





CAPO NO 





VENDOR CODE] CDESC RIFTION/STOCK NO 











































































































| eR RES 
STYLE SIZE/COLOR DP 
REORCER LEVELS P 
DOCUMENT ru TOTAL reco Peco Rec ‘ sec oO reco sec'o 
oave NO to | QvaNTITY ‘ss Sat. ss. Sat. aL ss Sat. iss @At. iss. SAL. 
RAL FUD 
caro NO vVEnoor cooEe OESC#IFPTION STOCK NO LOCATION 


























STYLE/SIZE/COLOR STOCK RECORD CARD 


BACK 
























































caec No VENDOR CODE | DESC RIFTION STOCK NO LOCATION 
VENDOR DIS COUNT ORDER FACTOR |SAFETY FACTOR] PKG. UNIT cost 
Suir Tees LOAD Time MINIMUM SMIP |iSSUE UNIT PRice 
usace 
pare PURCHASE rotau | care 
T Rrtc’ 
we] rorac Sess aS ovv °°] usace usace jomoereo| usace joroeren| usace co] usace usace 
q 
— —— >-— —— = 
| 
— + 
T 
| | 
7 T 
! ' 
[= CE Gee 































































































—— 
=o __ | = __j 
. 
bp—— — = 
! 
f , 
, pp ag 
A ———} —~f- 4-4-4 —4+—4 
a | 
~4 caro wo venoor cove OEScRiFeTion BTOCcK HO LOCATION 
>? . 
<= 
ju 
- — 
o ; 
t 3 
= 
rea 





SECTION V 


Merchandise Transfers 





Use 


The maximum quantity of merchandise maintained on the 


sales floor and on the reads room” of the commissary of ex. 
change, or in the pantry of the restaurant or snackbar, is depend- 
ent upon the space available at the selling activity, the proximity 
of the warehouse, how quickl merchandise can be delivered alter 
a Merchandise Transter (MT) has been completed, and how often 
checks ate riade of the stock levels at the selling activity lacteon 
date evele) 

The maximum steck quantity © the number of units that 
should be on hand at the sales annt of commcsary sale« Moor to 
rover anticipate dd sabes for the per Ad cone ring the actron evele, 


the delaers tome. and a «<alets tactot 


Deluers Teme + Satets Factor) 


Vasimum Steck 


Sales M (Aetron Cook 


the masxermum steck ter an them woth prolanene d «ales of 
} df <* vt | 


Conmnagean te do os tollews 


For example, 
20 wnits per das. an actroen evele of a delivers tome 


das. and a satets tacter of 'o dav. um 


units day MM (8 days + Ledas + to dav) ‘A units 


1 bee miasimunm stewh quantities «brevuhed bee te vehoge A bey the man 
ageTt weing thee ateewse tormutla and ~brevenbed bee recemputed wa bee " 
even ch marred suh<tantialls imwtTraers cf decrease. 


The «sete asd be the assecnateons well cars accerdeng te 
menteoned tacter \ termal 


fav« «vf the 


thee aize ov thee enprer alpen arn thy aber 


record with ewrtamm there cle heal nh geen ste week 


mas weeth teewt feo large yeer aloeeti« \ “rh albert rege ratwen may ~ornagely 


eonnngele » the et ee whee om taneeliar woth the (here com the 


‘ ge by fay Tt i eye? thee 
LL Vi | for what t needed 


sheives tee «bre tes -~ pearl caf thee AA) ane 
make cut 


Shi ting «ante mathe dowith oneett~ of bateet« tee epeeder ate the 


masimum «ten khage cpaantits ter thy terres 1 hy lim Ager sern can 
un kis conmnt the shen the <beell Ganeed om thee tects feces of thee 

mimiiesals\ wees copped cmipeare the copmbeee weth the astern 
stew kh qpaantets con the «feelt Label, and enter the detteremoe cn a leet 


Vil. 


All weues of «tock trom the warehouse are made upon the 


feof wee otf preparing thee 


submissson of a signed Merchandwe Transfer Merchandise 
lraneters mas be sheometterdd bea a «ahe« eet between acteen date. 
! L tan NIS leew st the <ahe« @etevets 1 bee i» 1 thee NI | 


cApelanne 1 ere Teen 1\ 


Preparation 


l ’ corpagebety ’ ’ ' ‘ TRILL 1? Lak j ty 
mea ow ria thy lyst t. ‘ ta ; tere thy | loth | 
} if 1? Vi ' TeuUOGL lr ter ; ’ live™ « 
Transfer To thats bos ? pet or chepartm whine t 


the crete hpedewe well be felive ted 


iT} puantits mas net be th <anmee ae th 


Requested By: The sales unit clerk enters the date prepared 


and signs in the signature block 


Quantity Requested: Enter the quantity of cach item (in ware- 


house msue units) eeeded by the «ales anit of department. 


Jesue U nit: Enter the warehouse unit of insur (case, carton, box, 
ete) 


Deecription: Enter the description of the item and stock 


number 


When all thems have been listed, sabeut the Merck ondise 
Transters to the sales anit manager of designer tor review and 
approval. File the 25 copy on the pending MT tile and forward the 
M | to the stack records clerk 


Stock Records Posting 


The <teck records clerk recenes the VT and makes the fol 


lowing entfees om ot 


Price (Pee U mith: Eater the retard proce per anit charged bw the 
sales anit of department 


Yeo.: Eater the document number trom the Merchandie Transter 
~ortren of the Document Regmter and make the appropriate entre 
mm the regester 

lhe stock peoerds clerk enters the 
the Stock Record ¢ 


following onformatoon on 


areds 


lbate 
VI | uF urrent Number 
Wuantits Ja xapered 


Kalan 


f thee MI | is hort. atte 7 tes thee “ 
VOT os inheed cn the 
"Lis =} fepees are toorw arch A tes Thee wate Pecvagee 


is iNTS) tian 6 oder MT sare prepared (srr ™~ 


in =] conges 
cyt thee 


uniting ovttnee 


thy s? aL Lh heme catmpet tobe ane the =.4 


lt item. afte thot on 


trom IND 


Warehouse Processing 


1 bys we ate beevngee rewrwe.« thee oe } 


steed makes the | vit vA 


' f teetgpe 


wate bere 


Transfer bec (bath: bates 


(Juantity Delis ds Bnter the quantity mesurd by the warehouse 


puaritity puested 


Pos “ are byevng se deve - Peeel heave ety sorb stow & 1 ‘ cerry le te ty yl} thee 


relet ) 
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Issued By: The clerk suing the merchande “ign on the “gna 


ture bheck, and enters the date and the number of cases esued mn 
the appropriate theck- 

Warehouse delivery personnel deliver the merchandise and 
Vi T tee the «<ahe« wrt of 


scoreterng? thy 


(epeartment and asset the sales clerk on 


aneed covrmgprbe terng? thee Vl 


reere ty anecdame 


Delivery 


mere ty srocdame thee * ale ~ eereelt « be rh miakes 


Mi. reharcdew lr mete st 


; ’ , 
erelifteoes eope T ‘ 


juaritits mt each them delivered 


Quantity Deby ds Count th 


Mpa w 17 bat crvcdecateed om the quantity delivered column 


sreed oreedoc ate secret iT nt piacimng » ohewhk ora tle ‘quantity delay 





ered columa. Report any dicrepancy in quantity to the manager 


of designee 


Merchandise Received By: The sales want clerk wgns for the 

merchandme on the appropriat block and enters the date of 

receuy and the total aumber of cases 

neers perconnel for fil 

- corn pole ted Ml tik The 26. ony os filed 
“completed MT tie. &- move the 

=5 cops trom the pending MT tile and diecard a 


Phe 33 cops os given te warehouse d: 
mg on the warehouse 


om the sabes anet cle prartrve ni 


Specimen Form 
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SECTION VI 


Receiving/Inspection Report 





Use 


Receiving is the operation most susceptible to high-dollar 
losses of merchandise. Improper or inadequate receiving proce- 
dures can cause losses of large quantities of merchandise. 

The main functions of receiving are to: 


Receive and open shipments; 

Count the items; 

Verify the count on the packing list or invoice; 

Inspect the items to insure they were received undamaged; 
Fill out the Receiving/Inspection Report (RI), 

Forward the =1 copy of the R/I with supporting documents 
to the stock records clerk for posting to the Stock Record 
Cards; and 

Forward the 52 copy of the R/I with supporting documents 
to the accounting office as notice that the shipment from 
the vendor was received. 


Procedures 


The receiving clerk fills in the heading of an RI according to 
“Entries,” below. The contents of the shipment are verified 
against the packing list. Any discrepancies or damages are listed 
on the R/L. The Purchase Order (P/O) corresponding to the arriv- 
ing shipment (normally identified on the packing list) is removed 
from the pending P/O file in the warehouse and checked against 
the packing list and contents of the shipment to determine 
whether the shipment is a full or partial shipment. If it is a partial 
shipment and other partial shipments are to follow, check off 
those items that were received, note that it is a partial shipment on 
the Rl, and return the P/O to the pending P/O file. Attach one 
copy of the packing list to the 21 copy of the R/I and forward it to 
the stock records clerk. Attach one copy of the packing list to the 
£2 copy of the R/] and forward it to the accounting office. If it is a 
full shipment, or the final partial shipment, attach copies of the 
PO and packing list to the R/T and forward them to the stock 
records clerk and accounting office. 


-_ “= 


Entries 


Vendor: Enter the name and address of the vendor. 


P.O. No.: Enter the P/O number identified on the packing list 
and add a suffix P (1, 2, 3, etc.) if a partial shipment, or C if a com- 
plete or final partial shipment. 


Date: Enter the date the shipment is received and inspected. 


TCN: Enter the transportation control number or vendor's ship- 
ment number if available. 


Signature: The receiving clerk signs in the signature block to 
certify the correctness of the report. 


Name: Enter legibly the name of the receiving clerk. 


Description Stock No.: Enter the description and/or stock 


number of the damaged items. 


Std. Pack: Enter the standard number of items per vendor case, 
carton, etc.; ie., 24 cans/case. 


Unit of Issue: Enter the unit that is issued by the warehouse; 
i.e., box, case, etc. 


Qty. Ordered: Enter the number of items requested on the P/O. 
Oty. Received: Enter the number of items actually received. 


Cond. Code: Enter the applicable condition code that describes 
the condition of the damaged items as follows: 


M — missing 
W — water damage 
B — broken 


S — scratched 


Remarks: Enter any appropriate remark as necessary. 


Specimen Form 


A sample Receiving Inspection Report follows 
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RECEIVING/INSPECTION REPORT 





VENDOR: P/O No.: 
DATE: 


TCN: 
I certify that the items on the attached packing list/invoice were received in good condition and in the proper 
quantities with the exceptions listed below. 








Signature Name 





COND. 
CODE 


DESCRIPTION, STO. UNIT OF QTY. QTY. 


STOCK NO PACK | ISSUE |ORDERED| REc’D | ©°ST PRICE 


REMARKS 









































SECTION Vil 


Inventory Sheet 





Types of Inventories 


A physical inventory of the warehouse is made to verify that 
the quantity on hand in the warehouse is the quantity which 
should be there according to the balance on the Stock Record 
Cards. Discrepancies in this inventory are investigated to deter- 
mine whether documents were lost en route the stock manage- 
ment clerk, figures were incorrectly posted, stock was lost through 
malfeasance, or some other explanation is correct. An inventory of 
the sales unit stock is made to compare the dollar value of what 
was availabie for sale over a period with the monetary receipts. 
The value of the items transferred to the sales unit on M/T’s is 
added to the value of the beginning balance. The value of the cur- 
rent inventory is subtracted from that sum to give an “expected” 
gross sales figure. The expected gross sales for the activity is com- 
pared with the actual gross sales as an indication of loss of stock 
from the sales floor. A detailed explanation of this type of inven- 
tory is an element of financial management and beyond the present 
scope of this handbook. 

The following explanation and sample form are primarily for 
warehouse inventories but may also be used for the inventory of 
sales unit stock. 


Preparation 


The facility, page number, total number of pages, item num- 
ber, Stock Record Card number, location(s), description, size, and 
unit of issue are typed in by the stock records section. An item of 
merchandis in several locations should have a line for each loca- 
tion and a total. The date, quantity in stock, signatures, and 
names are entered by the counters. 

The conduct of a physical inventory requires at least two per- 
sons. One should be a disinterested party; the other should be 
someone thoroughly familiar with the merchandise to be inven- 
toried. The disinterested party actually counts the stock; the other 
verifies the count and assures that the items are correctly 
identified. 

The completed Inventory Sheets are sent to the stock records 
clerk, who checks the sheets against the balances on the Stock 
Record Cards. Any item with a difference between the inventory 
count and the balance must be recounted. If a discrepancy still ex- 
ists, it is reported to the manager, who investigates to determine 
the cause of the shortage/overage. A copy of the Inventory Sheet 
is assigned a number from the Document Register, the actual 
warehouse balance is entered on the Stock Record Card, and the 
Inventory Sheet is placed in the document file to substantiate the 
entry. Inventory Sheets which indicate the warehouse balance 


coincides with the Stock Record Card balance are also retained on 
file in the stock records office. 


Entries 
Date: Enter the date of the inventory. 


Facility: Enter ‘“Warehouse"’ (or the name of the sales unit if 
the form is being used to inventory merchandise in the sales unit). 


Page — of — : Enter the number of the page and the total num- 
ber of pages composing the complete inventory; i.e., page 2 of 10. 


Line No.: Enter the consecutive number of each item. 


Card No.: Enter the number of the Stock Record Card for the 


item. 
Loc.: Enter the location(s) in the warehouse of the item. 


Description: Enter the description of the item sufficient for 
identification by warehouse and counting personnel. 


Size: Enter the size of the item; i.e., 12 0z., 16 0z., etc. If the item 
is accounted for on Style/Size/Color Stock Record Cards, a sepa- 
rate line should be used on the Inventory Sheet to count the items 
so the individual counts can be checked against the different 
balances on the card. 


Unit of Issue: Enter the unit of issue for the item from the ware- 
house; i.e., case, box, et. 


Qty. in Stock: Erter the number of items actually on hand. 


Signature: Tc two signature blocks are for the two persons that 
counted the items. 


Name: The names of the two counters are entered legibly in these 
blocks. 


NOTE: The blank columns may be used by the accounting office. 


Specimen Form 


A sample Inventory Sheet follows. 
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SECTION Vill 


Document Register 





Use 


The Document Register is a listing of every document, by 
category, in the document file. It is used to insure that every docu- 
ment affecting the warehouse balance is posted to the Stock 


Record Cards. It also readily identifies and locates specific docu- 


ments. The register is maintained by the stock records clerk. 

When a Purchase Order is prepared requesting merchandise 
from a vendor, the P/O is assigned a number from the P/O section 
of the Document Register. The number is entered on the P/O and 
in the Document Register. Note: Upon receipt of a shipment from 
the vendor, the warehouse clerk enters the P/O number from the 
shipment packing list on the R/I and adds a P (1, 2, 3, etc.) suffix if 
the shipment is partial or a C if the shipment completes the order. 
This procedure permits the cross referencing P/O's requesting 
merchandise and the RI indicating receipt. 

Each time a Merchandise Transfer (M/T) requesting items (or 
returning items to the warehouse for some reason) is received by 
the stock records clerk, it is assigned a number from the MT sec- 
tion of the Document Register. The appropriate entry is made in 
the Document Register and the M’T is forwarded to the ware- 
house for issue. When receipt is acknowledged by signature of the 
sales unit clerk, the M T ts forwarded to the stock records clerk for 
posting to the Stock Record Cards. 

When a physical inventory of the warehouse determines a 
Stock Record Card balance is incorrect after a recount of the item 
in the warehouse is made, the Inventory Sheet (1S) ts assigned a 
number from the [L/S section of the Document Register. An entry 
is made in the register and the sheet is posted to the cards. The 
manager is informed and an investigation is made as to the cause 
of the discrepancy 

Each month a new Document Register is opened and the 
register for the previous month is filed in front of the document 
file 


Entries 


Type of Document: Enter Purchase Order, Merchandise Trans- 
fer, or Inventory Sheet, as applicable. The first two categories 
may require one or more sheets per moath, while the last category 


will normally require only one sheet. 


Prefix: Enter P/O, M/T, or IS as applicable for Purchase Order, 
Merchandise Transfer, or Inventory Sheet. These prefixes become 
part of the document number entered on the Stock Record Cards 
and the applicable document. 


Date: Enter the month, day, and last two digits of the year in 
numerals; i.c., 11/29/81. This date also is part of the document 


number. 


Number: Enter the sequential number for that type of document 
on that date; i.e., 1, 2, 3, etc. Note that a complete document num- 
ber will look like P/O-11/29/81-6 or M/1-8/14/81-16. An additional 
code can be added to indicate the sales unit or vendor involved in 
the transaction. 


Remarks: For an M/T enter the sales unit to which the merchan- 
dise was issued. Enter any other appropriate and necessary infor- 
mation. 


Specimen Form 


A sample Document Register follows. 


23 


DOCUMENT. AVAILABLE 
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DOCUMENT REGISTER 





Type of Document 





PREFIX 


DATE 


NUMBER 


REMARKS 
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SECTION IX 


Back Orders 





Use 


The back order system insures that the items that were not in 
stock (NIS) when originally requested by the sales units are issued 
to ther on a priority basis when a shipment arrives. The system 
also indicates to the stock records clerk items that may warrant an 
increase in steckage level. As with all the procedures in this hand- 
book. the 


associations tor expeditious use by the size of the operation 


back order system may be modified as necessary by 
The warehouse suc system is based on the premise that an 


mesteen) rospteon well exest at all tomes at the warehouse level. Con 


~oquenth. a sales activity should expect to recene mere harncdise as 
requested, ition reasonable quantitees. An NES positron should not 


eveton the warehouse bul may occur on occasvon duc to external 
tactors or human error, I complete issuc of warehouse merchan 
dan moat 
back ordered bw the <teck control « lerk 1 be back order porene edure 
Bhen a back order con 


the <teck control « lerk veritees th if the mers harden 


An additeonal Purchase 


cannot be is Tequeste d. the undelnered quantitves are 


fevers treet appls te seasonal merchandese 
lithon omrurs 


= alread on order on sulfrorent quantity 


Order may be prepared. of warranted by the reveew of the stock 
recetds Back order transter< <booubd be given preerits on the onsuge 
and delivers oft ware there meretharncdese 


Procedures 


ipa’ «breve bed 


weds 


sitter warehouse t«sues ane 


_ KH, ow thee si ergy ! the NI | 
posted te the Steck Record ( 


© Prepare an Md 


irels 


tor these thems for whech delivers «as met 


made due t an NUS comdeteon on the warehouse 

@ Verity that the back order merchandime mon order on <ul 
ferent quantity te meet nermal demand plus the back 
ruler 

© Rubberstamp or enter Back Onder nA sprnees cot thee 
Vii 

° \enwgn a a ment umber te the back refer VI 1 ane 

she the appropriate entrees on the [deve coerpernat Register 

ind oon the back order VOT 


Pa number ti well tell the teach 


arrive if ‘' Mi. 


utile 


~teagerne rit 


apepels 


refer wu feet +? re hianediwe 


l rans! ' ' for the warehouse recenung « 
°* t) nw S » Ke red Cia hil re i! hy et 
balan ’ t tty ptesereguae ‘ 
shen the qua ' rif farl i i 
® i) her rer’ tthe Steck Re reff ! j 
1? To! ria hugeyer 
LF thack order Md 
i 
| ater } ani 
ua 


FA, 


it a © 


© Forward the =5 copy of the back order MT to the sales 
unit as a notece that the merchandise will be deliwered by 
the warehouse when recenved trom the vendor. Sales units 
and steck management personnel should take care that 
a check 


a prevrous back 


the same NES ttem i not back ordered every time 
of the sales floor stock, while 
order remains untilled, thus indicating an mncreased de 


is made 

mand where none exists. However, of an actual mnereased 
demand results on frequent NES positrons for an item, an 
increase in its stockage level in the warehouse and on the 
sales floor should be considered. 

© Forward the back order MT to the 


aor thon 


warchouse recening 


The warehouse recening clerk should 


© File the back order MT on the pending PO tile with the 
applicable PO. pending delivery trom the vendor 

withdraw the apple able PO and back 

order M T from the tile amd « omple te ll recen ng opera 


© Lpon delivers 


tons, including completing and forwarding the RT te the 
alow k re" ord. ‘ jerk 
. | <<ue the bea " 


peren edures tor msuing steck on an MT 


ordered merchandise, tollowing the normal 


The stock management clerk should 
* | peer reer oot thee KI feor the shiagernee ni recenmg thee 
back-ordered tem, prevst the following on the appropriate 
elumns on the lw that had been <kiapped on the Steck 


Record 


area 


Date oa RI 

PO) nunnber 

ua itt recenved. and 

Warehouse balance 
bile the Rlon the document file 
| preety Teceagel of the coorregele text xl corps cot the back onder 
MET vredeeat ng iseur, erase the " mul back oreder entre. 
m the Steck Reeord Card and make the tellowong entrees 
Limi 

DDate cof enwage 

MoT munnber 

| ato t* 

Uuantits tsued: and 

Kalan: 

°* |} iw MI he checuwrment tel 


Specimen Form 
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BACK ORDER 
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No. 

















TRANSFER REQUESTED BY MERCHANDISE RECEIVED BY 
To eerertrueet oare erenaeruee =O OF Cate a OerTe 
(tN) 1 
cosT PRICE 
Quantity | unr DESCRIPT'ON yn ey 
ree unit ToTa. rer unr TOTAL 
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SECTION X 


Inventory Spotchecks 





Use 


at ans tome 
Stock Res ord 
Cards, if all re“ ripets and eur presting-~ are current Persodur sport 


T he mventoers of all ster om the warehuus 


should agree with the balance ondecated on the 
miventornes of warehouse stocks should be made between regularly 
scheduled complete unventories to verity the accuracy of the quan 
tittes of the Stock Record Cards. This spotcheck verification may 
be accomplished by a physical count of warehouse stock and nota 
tons on an MT as te the current balance on hand after an r«ue 
has been made 

It warehouse imsues are prrrst presto d. the warehouse balance. 
atter the weer has been made. me entered on the cost column of a 
blank WMerchanden clerk. The 


m sveriteed be the «<teck control clerk after the meuwe hax 


Transter by the warehouse mau 
balancer 
been posted Tf warehouse msues are pre-posted, the Stock Record 
Card balance « entered on the cost column of a blank WET bee the 
steck control clerk and verted bev the clerk 


Rhen a «potcheck oe conducted, a cuteolt date must be establiched 


ware bee vag we sir 


Ideally, thes should be after all MW T's have been filled and mer 
chandiuse recewed. Verification of the current balance 1 indicated 
ty means of a locally procured rubber stamp, of entering “Balance 
Verified By 

All significant discrepancies between the physical inventors 
and the card balance must be brought to the attention of the 
manager. Discrepancies must be investigated as to the cause and 
The inventors 


and initialing 


appropriate actron taken to prevent recurrence 
quantity on the card « adjusted by a line entry to reflect the 
actual quantity on hand. A document number mm assigned to the 
MT used for the «potcheck and entered on the Stock Record Card 
T he sport heck MT ox feled 


te substantiate the change om balance 
m the document tik 


Specimen Form 


A sample Inventory Spotcheck Merchandise Transter follows 
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INVENTORY SPOTCHECK 




































































EXAMPLE 
MERCHANDISE TRANSFER 
No. 
DISE RECEIVEC 
_ ANSFER! = — REQUESTED BY MERCHANDISE RECEIVED BY 
TO war @are Se eeaerveet oo oare 
= \" a 
. cost PRICE 
@evantit eu ¥ 

wanreo — SSSSR ete eu S rer unt wwee. eau. rar UNIT roTac 
T T 

' | 
+ ~ 

' ! 

tT + 

' ' 

Tt + 

—*? ' 

ee ' _ 
For penodic inventory checks, this column may be used by 
warchouse tssuc clerk to indicate the current warchouse 
Balances a balances of ttems listed. Stock control clerk verifies warchouse 
Vented By a balances with those on stock record cards. If warchouse tssucs 





are pre-posted the stock record card balances are entered by 
the stock control clerk and verified by the warchouse tssuc 
clerk. All discrepancies must be investigated. 
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Vern tnatoon of balances ? + 
' 
indicated by mitials on s 
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Markdown Planning Record (Optional) 


SECTION XI 








Use 


4 part of any retail operatron should be the markdown action 
necessary to purge the inventory of unwanted merchandise that is 
swiled, shopworn, over age, slow selling, of seasonal. Delaving 
markdowns on the hope that goods will be sold soon at their present 
pre “a costly practice generally requiring heavier markdowns 
at a later date. Moreover, tomely markdowns of aged merchandise 
stimulate sales, thereby providing funds for the purchase of faster 
moving merchandise 

Planning and controlling these markdown actions results .9 
the reduction of ther size and frequency, msures action at th 
most advantageous time, and smooths the umpact on financial 
reports. Proper use of the markdown planning record will enable 


merchandising procurement personnel to 


© Plan «ales anit of departmental markdowns according to 
the department + of sales unit's sales volume, profit ob 
yortives, and «easonality of merchandise: 

© WVarntais a running tetal of monthh markdowns for com 
parison with the monthly markdewn plan te prevent ex 
cessnve markdowns, and 


© Pinpoint line ttems and venders that require abnormally 


high markdowns 


Entries 


DDe-prartrvve nt Sales Units beter the sales unit of 


depeart ene nt ter whech the record bre ing mamtamed 


yre rline nt 


Vionth: beter the ononth for whech markdowns are berg planned 


Sales — 
Last Year: banter the <ale« for the <amme month of the press 
‘rs Sear 


(Current Ilan: Pinter thee apected - abe « teow thee 


wrre nt rmonth 


This Vear Netual: Thy 
st thee « hewws ot thee toes 


yere veertpely 


tual sabesw tor the current month 


ite emte red 4| rrpcena ths 


Markdowns and Percent of Sales— 

Last year: Enter the previous year's markdowns, percentage, 
and dollar value. 

Current Plan: Evi: the dollar and percentage value of 
planned markdowns. 

This Year Actual: Enter the actual monthly markdowns, in 
dollars and as a percentage cf sales computed at the end of the 
eonth 


Date: Enter the actual date of the price change 


Description Vendor: Entice: ihe description of the item on the 


upper block and the verdor + name on the lower block 
Age: Enter the month and vear of receipt 


Price: Enter the selling price of the item. If item hax been previ- 


ously marked down, enter the current selling price. 
Markdown Price: Enter tar ce oll prio 
Markdown Amount: Enter the eet chang: per anit price 


Number of I nits: banter the number of warts conadered for 


markdown 


camulative 


Total Markdown: In th ice the 


monthly total of markdowns for the depariment of sales anit. In 


upper “prove 
the bower “pace enter the markdown dollar + alive 


Active a Code: hater the applicable actror code trom the top of 


the porm 


cam «of olf 


Total Monthly Value of Warkdowmns: Baten thy 


markdowns tor the department of «ales ane fer the current month 


Specimen Form 


\ sarnigele Varkdown 1"! MAMIE 4 K cord tisthoews 
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MARKDOWN PLANNING RECORD 

























































































































































































ACTION CODES 
DEPARTMENT / MONTH OA -OVERAGED SO —- SHOPWORN., SOILED Ex - OVERSTOCK VE —- VENDOR 
SALES UNIT os - OBSOLETE SS - SLOWSELLER DA - DAMAGED CREDIT 
OP - OPERATIONAL SE -- SEASONAL sU - SURVEYED 
SALES 
LAST YEAR CURRENT PLAN THis VEAR ACTUAL 
MARKDOWNS AND PERCENT OF SALES 
LAST YEAR CURRENT PLAN THIS YEAR ACTUAL 
g QQ % 
MARKDOWN NUMBER 
DATE DESCRIPTION/VENDOR AGE PRICE oF ta gh a 
PRICE AMOUNT UNITS 
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SECTION Xil 


Merchandising Analysis Record (Optional) 





Use 


Sales data is the whole basis of an effective inventory control 
system. Being able to analyze the comparative sales of different 
categories of merchandise not only will have an effect in reducing 
the retail inventory, but also in maintaining stocks of merchandise 
customers want. 

The process of merchandising analysis in the emplovee asso- 
ciation can be a simple process entailing a minimum of paper- 
work. It is nothing more than a comparison of the sales of all 
brands and price lines of a specific category of merchandise over 
a given period. Comparison should be made to ascertain which of 
the brands and price lines are the best and worst sellers. 

Analysis of each line item’s sales by category enables the 
association to maintain well-balanced stock assortments. Properly 
used, the Merchandise Analvsis Record will: 


© Forewarn merchandising personnel of slow-moving mer- 
chandise that should be purged from the inventory; and 

© Assist in the creation of well-balanced stock assortments 
of the best selling items of merchandise within each cate- 
gory and allow for the additions of new items of merchan- 
dise for stockage. 


All categories of merchandise carried vear round should be 
analyzed on a continuing basis. Some of the categories that should 
be analyzed are cigarettes, cigars, tobacco, film, batteries, toilet- 
ries, etc. The Merchandising Analvsis Record should be completed 
bs procurement clerks tor each category of merchandise at least 
once every 6 months. As a general rule, any item of merchandise 
that does not account for at least 5% of its category's sales should 
be considered for deletion. The manager should define categories 


of merchandise tor analyst 


Entries 


Merchandise Category: Enter the merchandise category being 
analyzed. 


Department Sales Unit: Enter the retail unit or department 
where the merchandise being analyzed is located. 


Description: Enter the item description including brand and 
size taken from applicable stock records. 


Price: The current retail price of each item is entered in this 
column. 

3 Months Total Sales: The unit sales history for the past 3 con- 
secutive months ts totaled from the back of the Stock Record Card 


and entered in this space. 


Average Monthly Sales: Divide the 3 months total sales by 
three and enter the dividend in this block. 


Total Average Monthly Sales: Enter the total of average 
monthly unit sales of all items in the merchandise category. 


% of Category Sales: Enter the percentage of the line item's 
sales of the total category s sales. 


Retain or Delete: Enter \ if item’s sales are sufficient to war- 
rant continued stockage, or O tf sales are less than the percentage 


established as minimum by the manager tor the category. 


Remarks: Enter any comments pertinent to retention or deletion 
of the item. 


Specimen Form 


A sample Merchandising Analvsis Record follows. 
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MERCHANDISE CATEGORY DEPARTMENT MERCHANDISING ANALYSIS RECORD 


SALES UNIT 












































3 MONTHS AVERAGE * OF X—RETAIN 
DESCRIPTION PRICE TOTAL MONTHLY | CATECORY I O—ocaiere — 
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TOTAL AVERAGE MONTHLY SALES > 
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Purchasing Procedure 
































Stock Control 
As MIT are posted to stock 
record cards, review the 
cards to determine if new 
balance is at or below 
- reorder level 
File balance at 
MIT in 
document 
file 
Yes 
Forward #1 copy 
of P/O to vendor Prepare P/O 




















Enter order quantity, P/O # 


of PIO in and date on stock record 


pending 





























PIO file card 
Forward #3 copy 
of P/O to File 
accounting MIT in 
document 
file 











Forward #4 copy 
of P/O to 


warehouse receiving 








TIT AVAILABLE 
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Prepare receiving = 


inspection report (Ril) 















is 
shipment 
complete” 


Yes 











Annotate Ril and #4 copy | | 


of P/O as partial shipment 














Warehouse 
File 
PIO and 
back orders Piace merchandise 
stock contro! into stock 
pending P/O file 
4 tte 
Receive merchandise 
from vendor 
Remove P/O identified on 
packing list and any Yes 
applicable back orders 
from pending P/O file 
items end issue to 


























Forward #1 copy of Fi! to 
stock contro! 





Post Al to stock record 
cards 
























Forward #2 copy of Ri! to 
accounting for thew use 





















of Ril in 


completed 
Ri’ file 















of P/O in 






pending 
PIO tite 





























issuing Procedures 















































Forward the *) end #4 
copes of the MIT to the 
marerouse 











Forward the ©? copy of 
the MT to eccounting 














Post @' to stoct record 
cards 
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